USING THE PIVOTTABLE VIEW 


You can use the 
PivotTable view 
to summarize 
and analyze 
the data in a 


table, form 
or the results 
of a query. 
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When you first display 
a table, form or query 
in the PivotTable view, 
the PivotTable may 
appear empty. You 
may need to add 
the fields you want 
to display to the 
PivotTable. 

If you have previously 
displayed the table, 
form or query in the 
PivotChart view, the 
PivotTable will display 
the fields you added 
to the PivotChart. 

For information on 
the PivotChart view, 
see page 238. 



- Q To show the displayed 
table, form or query in the 
PivotTable view, click * 


E 


Click PivotTable View. 


in this area. 




■ The table, form or query 
appears in the PivotTable view. 

“■ The PivotTable Field List 
dialog box also appears, 
displaying the name of each 
field in your table, form or 
query. 


If the PivotTable Field 
List dialog box does not 
appear, click to 
display the dialog box. 
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Tip 


What fields do I need to add to create a PivotTable? 


1 

Period 

Quarter 1 Quarter 2 Quarter 3 

1+ - B|| + - t - 

Grand Total 
+ - 

Region 

Sales ’* r Sales ^ Sales 

No Totals 

Central ! 

"$16,000.00 $19,000.00 $18,000.00 
$29,000.00 $19,100.00 $14,000.00 


North 1 

South t 

$16,000.00 $23,000.00 $21,000.00 

$15,000.00 $22,900.00 $23,500.00 

$17,300.00 $19,400.00 $18,200.00 

l $28,900.00 $19,500.00 $12,400.00j 



Totals or Detail Field 

Specifies a field that 
contains the data you 
want to summarize in 
the table. 


Row Field 

Specifies a field you 
want to use to group 
data in the table. The 
name of each group in 
the field appears down 
the left side of the table. 


Column Field 

Specifies a field you 
want to use to group 
data in the table. The 
name of each group in 
the field appears across 
the top of the table. 



El To add a field that 
contains the data you want 
to summarize in the table, 
position the mouse over 
the name of the field in this 
area. 


| Drag the field name 

to the Drop Totals or 
Detail Fields Here area. 


The name of the field 
you selected appears in 
this area. 


This area displays the 
data for each record in 
your table, form or query. 
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USING THE PIVOTTABLE VIEW 


When using the 
PivotTable view, 
you can select 
the fields you 
want to use to 


group the data 
in the PivotTable. 
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For example, 
you can use the 
Region field to 
group the data 
by region in the 
PivotTable. 


USING THE PIVOTTABLE VIEW (CONTINUED) 



E3 To add the field you 
want to use to group the 
data in the table, position 
the mouse . over the 
name of the field in this 
area. 


| Drag the field name 

to the Drop Row Fields 
Here area. 


■ The name of the field you 
selected appears in this area. 
The name of each group in 
the field appears down the 
left side of the table. 

L H To add another field you 
want to use to group the 
data in the table, position 
the mouse over the name 
of the field in this area. 


Drag the field name 

to the Drop Column 
Fields Here area. 
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Using the PivotTable 
and PivotChart Views 1 w 



Can I remove a field from a PivotTable? 

Yes. You can remove any field you added 
to a PivotTable. Removing a field from a 
PivotTable will not remove the field from 



the table, form or query used to create 
the PivotTable. To remove a field from 
a PivotTable, click the name of the field 
in the PivotTable and then press the 

Delete key. 


Tip 

I 


How can I move the PivotTable Field 
List dialog box so it does not cover my 
PivotTable? 


To move the PivotTable Field List dialog 
box, position the mouse over the title 
bar of the dialog box and then drag the 
dialog box to a new location. 





, OWfl Gibby Sports Inc.... 


The name of the field 
you selected appears in 
this area. The name of 
each group in the field 
appears along the top 
of the table. 


■ The name of each 
field you added to the 
table appears in bold 
in the PivotTable Field 
List dialog box. 


■■ Each group of data 
displays a plus sign ( ■+■ ) 
and a minus sign ( - ). 

M To hide the data in 
a group, click a minus 
sign Q). 


□ 


To save all the changes 
you made in the PivotTable 
view, click ■ 

Note: Access automatically saves 
changes you make to a form 
displayed in the PivotTable view. 


I 


Note: To once again display 
the data in a group, click a 
plus sign ([+] )• 
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USING THE PIVOTTABLE VIEW 


You can perform 
calculations on 
the data displayed 
in a PivotTable to 
help you analyze 
the data. 




I 


Click the name of 
the field in the table 
that contains the data 
you want to perform 
calculations on. 



■ The data in the field 
is highlighted. 


”0 Click o display 
a list of the calculations 
that you can perform. 


T— 3 

EJ Click the calculation 
you want to perform. 


Note: For information on the 
calculations that you can perform, 
see the top of page 237. 
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Tip 

m 


What calculations can I perform on the data in a PivotTable? 


% 



Calculation: 

Result: 

r 

Sum 

Adds the values. 

91 

Count 

Counts the number of values. 


Min 

Finds the smallest value. 

< 

Max 

Finds the largest value. 

h 

Average 

Calculates the average value. 

1 

Standard Deviation 

Calculates the standard deviation of the values. 


Variance 

Calculates the variance of the values. 

3 

Standard Deviation Population 

Calculates the population standard deviation of the values. 


Variance Population 

Calculates the population variance of the values. 



-■ The name of the new 
total field appears at the 
top of the PivotTable Field 
List dialog box. 


Note: Access automatically saves 
changes you make to a form 
displayed in the PivotTable view. 


D To remove calculations 
from a table, right-click the 
name of the total field in the 
PivotTable Field List dialog 
box. A menu appears. 

• If the PivotTable Field 
List dialog box does not 
appear, click to display 
the dialog box. 


Click Delete. 

■ The field will disappear 
from the PivotTable Field 
List dialog box and the 
calculations will disappear 
from the table. 











































USING THE PIVOTCHART VIEW 


You can use 
the PivotChart 
view to display 
a graphical 
summary of 
the data in a 
table, form or 
the results of 
a query. 
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When you first display 
a table, form or query in 
the PivotChart view, the 
PivotChart may appear 
empty. You may need to 
add the fields you want to 
display to the PivotChart. 

If you have previously 
displayed the table, form 
or query in the PivotTable 
view, the PivotChart will 
display the fields you 
added to the PivotTable. 
For information on the 
PivotTable view, see 
page 232. 


USING THE PIVOTCHART VIEW 



D To show the displayed 0 Click PivotChart View, 
table, form or query in the 
PivotChart view, click l in 
this area. 




■ The table, form or query 
appears in the PivotChart 
view. 

~M The Chart Field List dialog 
box also appears, displaying 
the name of each field in your 
table, form or query. 


If the Chart Field 
List dialog box does 
not appear, click to 
display the dialog box. 

Note: If lB is not displayed, 
click I on the PivotChart 
toolbar to display the button. 


238 






































































Tip 


What fields do I need to add to create a PivotChart? 


'9 


■ Imphfuc 5 *Ih ; Tahir ||E)[ 3f ij 



Data Field 

Specifies a field that contains the data 
you want to summarize in the chart. 
Access will plot the summary of the 
data in the chart. 


Category Field 

Specifies a field you 
want to use to group 
data in the chart. The 
name of each group in 
the field appears along 
the bottom of the chart. 


Series Field 

Specifies a field that 
contains the data you 
want to display as 
separate data series 
in the chart. Each data 
series is represented by 
a specific color, which is 
identified in the legend. 



I To add the field you 
want to use to group data 
in the chart, position the 
mouse over the name 
of the field in this area. 


| Drag the field name 

to the Drop Category 
Fields Here area. 


The name of the field 
you selected appears in 
this area. 

■ The name of each group 
in the field may appear 
along the bottom of the 
chart. 


Note: The name of each group 
in the field may not appear in 
the chart until after you perform 
step 6 . 
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USING THE PIVOTCHART VIEW 



USING THE PIVOTCHART VIEW (CONTINUED) 


I To add the field that 
contains the data you want 
to summarize in the chart, 
position the mouse over 
the name of the field in 
this area. 


Drag the field name 

to the Drop Data Fields 
Here area. 


I The name of the field 
you selected appears in 
this area. 

“■ Access summarizes 
the data for each group 
in the chart. 


To add a field that 
contains the data you want 
to display as separate data 
series in the chart, position 
the mouse over the name 
of the field in this area. 

‘“Q Drag the field name to 

the Drop Series Fields 

Here area. 


When using the 
PivotChart view, 
you can select 
the field that 
contains the 
data you want 
to summarize in 
the PivotChart. 


Access will plot 
the summary 
of the data in 
the PivotChart. 
For example, 
Access will 
display the 
total sales for 
each region. 

















































































-jp Can I remove a field from a PivotChart? 

Yes. You can remove any field you added 
to a PivotChart. Removing a field from a 
PivotChart will not remove the field from 
the table, form or query used to create 
the PivotChart. To remove a field from 
a PivotChart, click the name of the field 
in the PivotChart and then press the 

Delete key. 


How can I move the Chart Field List dialog 
box so it does not cover my PivotChart? 

To move the Chart Field List dialog box, 
position the mouse - over the title bar of 
the dialog box and then drag the dialog 
box to a new location. 
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The name of the field 
you selected appears in 
this area. 

“■ Access displays a 
data series for each 
group of data in the field. 


□ To display a legend 
that identifies the color 
used for each data series 
in the chart, click |Ui. 



e* t* «— I** <a* 



; a a e 


mm 


R»aisi» - 


^ Winston Sports... • Employee Sales... 


• The legend appears. 
Note: To remove the legend, 
c//c/JB again. 

o save all the changes 
you made in the PivotChart 
view, click - 


Note: Access automatically 
saves changes you make 
to a form displayed in the 
PivotChart view. 
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USING THE PIVOTCHART VIEW 


You can change 
the chart type of 
a PivotChart to 
present your data 
more effectively. 



CHANGE THE CHART TYPE 



J 22T" - 



~u Click a blank area 
in the chart you want 
to change to a different 
chart type. 


Click to change 
the chart type. 

■ The Properties dialog 
box appears. 



Click 


the 


chart 


type 


you want to use, 


Click the chart design 
you want to use. 


A 


xjiii ->1 Ipilfii 

l 

« - ■: 


■M This area displays the 
available chart designs 
for the type of chart you 
selected. 


■ Access changes the 
chart type of the chart. 

-0 Click B to close the 
Properties dialog box. 
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You can change the 
type of calculation 
that Access performs 
on the data in a 
PivotChart to help 
you better analyze 
the data. 


For example, Access 
can calculate the 
average value for each 
group in a PivotChart. 



CHANGE THE CALCULATION PERFORMED 



I Click the name of 
the field in the chart that 
contains the data that 
Access has summarized 
in the chart. 

“0 Click to display a 
list of the calculations 
that you can perform. 


| Click the calculation 
you want to perform. 

Note: For information on the 
calculations that you can perform, 
see the top of page 237. 


■ The chart shows the 
results of the calculation 
you specified. 


































































